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MEMORANDUM

TO: Deputy Chief Immigration Judges
All Assistant Chief Immigration Judges
All Immigration Judges
All Court Administrators
All Support Staff

FROM: Office of the Chief Immigration Judge

SUBJECT Interim Operating Policies and Procedures Memorandum No.  05-05:
Guidelines Relating to Compensatory Time Off for Travel                 

I INTRODUCTION

This Operating Policies and Procedure Memorandum (OPPM) establishes procedures for
earning and using compensatory time resulting from official travel.  Section 203 of the Federal
Workforce Flexibility Act of 2004 (P.L. 108-411, dated October 30, 2004) authorized a new
form of compensatory time off for time spent by an employee in a travel status away from the
employee’s official duty station when such time is not otherwise compensable.   The Office of
Personnel Management (OPM) issued interim regulations implementing this new law
(Attachment A).  These regulations became effective on January 28, 2005.  Final regulations
were expected to become effective March 28, 2005, but as of the date of this memorandum they
still have not gone into effect.  To assist agencies with implementing and administering this new
compensatory time provision, OPM issued a document containing questions and answers
(Q&A’s) and illustrative examples (Attachment B).   Nothing in this policy is intended to conflict
with or change the implementing regulations.

II ELIGIBILITY

The Human Resources Staff issued interim guidance on this subject by memorandum,
dated February 16, 2005.   A copy of that memorandum is also attached and incorporated herein
(Attachment C).  The memorandum provides that “Members of the Senior Executive Service



2

(SES), Attorneys, Immigration Judges, or Federal wage System employees” are not eligible to
earn compensatory time for travel.  Thus, Immigration Judges, attorney-advisors, and judicial law
clerks are not covered by this OPPM, and any reference to individuals who are covered herein
exclude these categories of employees

III GENERAL RULE

As a general rule, travel will continue to be accomplished, to the greatest extent
practicable, during normal business hours.  This is particularly necessary in tight budget times.  

IV SPECIFIC SITUATIONS

A. Case-Related Detail Travel

Immigration Judges are expected to complete cases expeditiously while on detail.  Often,
that requires them to start hearing cases on Monday mornings.  Only in rare instances should it be
necessary to have support staff present for cases that start on Monday mornings.  If staff will be
required to travel outside of normal business hours, written approval for such travel must be
obtained from the responsible Assistant Chief Immigration Judge prior to the commencement of
travel.  

B. Court Evaluations

The Chief Clerk of the Immigration Court, with the concurrence of the Deputy Chief
Immigration Judge and the Chief Immigration Judge, establishes the dates of court evaluations. 
All staff travel outside of normal duty hours for court evaluation purposes shall be reviewed in
advance by the Chief Clerk of the Immigration Court, and approved by the Deputy Chief
Immigration Judge.

C. Other Travel

Other staff travel, such as to attend conferences, training, or approved speaking
engagements, will occur, to the maximum extent practicable, during normal business hours.  Any
such travel outside normal business hours must be approved in advance by the responsible
Assistant Chief Immigration Judge.

V PROCEDURE

All travel authorizations involving staff travel outside normal business hours must be
forwarded to the responsible Assistant Chief Immigration Judge/Deputy Chief Immigration
Judge for approval prior to commencement of travel.  Along with the travel authorization, the
requesting official must submit a completed Travel Comp Time Authorization form showing:
(1) the reason why travel outside normal duty hours is required and (2) an estimate of the amount
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of compensatory time for travel involved.  A copy of the form that is to be used is attached
(Attachment D) to this OPPM.  The Assistant Chief Immigration Judge/Deputy Chief
Immigration Judge will then approve or disapprove the proposed travel plan.  If approval is
granted, the employee may travel outside normal business hours and receive compensatory time
for that travel.  

Once travel is completed, the exact amount of compensatory time earned will need to be
calculated.  The employee must calculate according to the rules (e.g., deducting meal time, etc.)
detailed in the attached guidance and submit a claim for and accounting of all compensatory time
earned.  This accounting must include, as appropriate: the employee’s tour of duty; the distance
(in miles) and the time (to nearest 15 minutes) from the employee’s home to normal duty
location; and the time spent having meals.  The employee’s claim for  compensatory time must
be submitted to the Assistant Chief Immigration Judge/Deputy Chief Immigration Judge who
approved the travel outside normal business hours using the Travel Comp Time
Worksheet/Approval form, which is also attached (Attachment E) to this OPPM.  A copy of the
Travel Comp Time Authorization form approving the travel must be attached to the approval
form.  If the comp time is approved, the claim will then be transmitted to the Immigration Court
for inclusion in the Time and Attendance reporting.  Specific Time and Attendance coding rules
are contained in the February 16, 2005 memoranda  (Attachment C).

_____________________________
Michael J. Creppy
Chief Immigration Judge

Attachments
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Attachment D

Travel Comp Time Authorization Form

Name of Employee/Traveler:   _____________________________

Proposed Travel Dates:                                                                   

Travel Destination: ______________________________________

Purpose of trip: _________________________________________

Reason for requiring travel outside normal hours: ______________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Estimated amount of travel comp time to be earned on this trip: ________________
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Attachment E

Travel Comp Time Worksheet/Approval Form

Name of Employee/Traveler: _____________________________________

Travel Destination: _____________________________________________

Dates of travel: ___________________________________

Time of departure: __________

Departed from (home, office, etc.): ____________________

Employee’s tour of duty (e.g., 8:30 a.m. to 5:00 p.m.): _________________

Distance (in miles) and the time (to nearest 15 minutes) from the employee’s home to normal
duty location: ___________miles ______________hours/minutes

Time of arrival back home from travel: __________

Time used for the employee’s own purposes (including meals) during travel outbound and on
return: _____________________

Total amount of travel comp time being claimed: __________

Calculations:


